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Assigning Contract Authority to a User

This document will explain how to add, and view, a user’s Authority to a specific
contract. The Contract Authority panel displays the users, office levels, office-wide
access indicator, and user group assignments.

E SiteManager Panel

Main Panel Contract Adminiztration]+] ]

@li@xg

I__.u__nntr:u__.t B Caily 'wiark Contrachar Change hd aternials Aocezzones(+]
Audmiristration(+] YT | Payrments(+] Drders(+] bl anagement+]

“Double-click” on the Contract Administration (+) icon located on the Main
Panel.

o SiteManager Panel

Main Panel T Contract Administration{+] T Contract Recaords(+]

)

Reference Contract Contractar
T ables[Ch+] Records(+] NEEREREN=alRd)

“Double-click” on Contract Records (+).

E SiteManager Panel

b ain Panel T Contract Adminiztration]+] T Contract Records(+]

& Mi|pztane |

s @ & B

Contracts Mileztones Projects Categories [terns Contract Contract
Funding Avthority

& B\

o 3~
kK.ep Datez Checklizt Checklizt Event Comespondence Disputes./Claimz
Scheduled D ates Log

“Double-click” on Contract Authority.
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Adding contract authority to a User

¥ AASHTO SiteManager

File Services ‘Window Help

Ri? 0=
E Contract Authority.
User ldentification
User ID User Name co | DO | AE Active |~
d3dhly Fly, Hyrum D. Mo BE0 v
d90hston Stone, Hurley Mo EED v
diligree Greene, Jade Mo BED v
‘d90jques J
d30lexce Excel, Lynn Mo 610 v
d30mfund Funds, Mona Mo 610 v
d90mgrea Great, Magnus D. Mo ES0 v
d30mscen Scense, Mac Mo 620 v
d90pes Froject Engineer/Supervizor Yes v
v
Contract Authority Assignment
Group Description Office-wide Contract Id Contract Description Authority Authority
Access Start Date End [t
SiteManager Inquiry Group [ T7  R-soon JNTERSECTION IMPROVEMENT AND TRAFFIC 519/2007 11:45:
Certified Testing Tech, Server | W |r-900nm INTERSECTION IMPROVEMENT AND TRAFFIC |51 9/2007 11:45: _I

The Contract Authority window appears. Use the Find, Filter or Sort functions to
locate the appropriate User ID or User Name.

“Click” on the appropriate User ID or User Name of the person that is to be added
to a contract.

The contract and user group assigned to the person selected appears in the bottom
panel.

Group Description: The Group Description contains all the current user's active
group assignments.

Office-wide Access: The Office-wide Access checkbox indicates whether the user
has access to all of the Contracts within a set area.

Contract ID: The Contract ID indicates the particular contract the user has
access to.

Contract Description: Contract Description is the description of the contract,
when a user is assigned rights. It is automatically populated.

Authority Start Date: The Authority Start Date is the date when a user is
assigned rights. It is automatically populated.

Authority End Date: The Authority End Date is the date when a user is removed
from a contract it is automatically populated.

A-1-2-7-1 Page 2 of 12



¥ AASHTO SiteManager

File Services Window Help

ElEE D

User Identification

ﬂ Contract Aut h

User ID
d90hfly Fly, Hyrum .
d90hston Stone, Hurley
d90jgree Greene, Jade
‘d90iques

d90lexce

User Name

Mo
Mo
Mo

| DO | AE Active | ~

BEO v

3] 2 =
v

<|

Excel. Lynn Mo v

d90mfund Funds, Mona Mo B10 v
d90mgrea Great, Magnus D. Na E50 v
d90mscen Scense, Mac Mo 620 v
d90pes Project Engineer/Supervisor Yes v 2
Contract Authority Assignment

Group Description Office-wide Contract ld Contract Description Authority Authority |

Access Start Date End Dt

iteManager Inguiry Group | T R-soott JNTERSECTION IMPROWEMENT AND TRAFFIC 5i19/2007 11:45:
Certified Testing Tech, Server JTERSECTION IMPROYEMENT AND TRAFFIC [5/19/2007 11:45: _I

¥ New Contract Group Authority.

Group Description Contract Id Contract Description Authority
Start Date
Certified Testing Tech, Server v | |
Group ID | Group Descripti
= = LCancel
|SMINQ Sitebdanager [ngquiry Group
Certified Testing Tech, Serve |

Mo EE0

The New Contract Group Authority window appears.

“Click” on the appropriate Group Description for the user from the drop-down
list.

NOTE: that only the Groups that have user rights will appear.

™3 New Contract Group Authority

Group Description Contract Id Contract Description Authority
Start Date |-
| Certified Testing Tech, Server Eal| cearch |
Save Car Filer Search
d90hfly Fly. Hyrum O Mo EE0
d90hzton Stone, Hurley Mo EEO

The Contract ID can be searched by “right-clicking” in the Contract ID field.
“Click” on Search.
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ﬂ Search Window

Contract 1D Yendor ID Fed State Proj Nbr Status County Lvl2 -~
deaZ9453 95-9339966 0501242 ACTY Co0g E10
dead0004 95-39999EE STP 3387005 ACTY coar EEO
MT-DOCS (00-0000000 MT_DOCS Co34 300
R -30001 g 9 STP 3397005 coer |een |
R -30002 95-9999958 STP 3357005 cogv EED
R -30003 93-3993377 STP 3387005 coay EED
R -90004 95-9339966 STP 3387005 coav EEO
R 90005 95-9339955 STP 3387005 coav BED
< >

Cancel

Use the Find, Filter or Sort functions to locate the appropriate contract.
“Double-click” on the appropriate Contract ID.

E New Contract Group Authority

Group Description Contract ld Contract Description Authority
Start Date
Certified Testing Tech, Server v R -90001 [ON SR 261 AT OAK GROVEICASEY.FUGUAY RD |
Save | Cancel |

“Click” the Saveld button located on the bottom toolbar.
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¥ AASHTO SiteManager

File Services Window Help

ElFY 0

User ldentification
User ID User HName co | AE Active  ~

30kl Fly. Hyrurm D. MNa
d90hston Stone, Hurley Mo

ﬂﬂﬂﬂﬂ%ﬂﬂﬂ

d30mfund Funds, Mana Mo
d90mgrea Great, Magnus D Mo
d30mscen Scense, Mac Mo
d90pes Froject EngineerdSupervizor Yes

|<£

Contract Authority Assignment

Group Description Office-wide Contract Id Contract Description Authority Authority
Access Start Date End Dt

The new user group assignment appears in the Contract Authority Assignment
panel with the current date and time automatically filled out in the Authority State
Date field.

“Click the Close & button located on the toolbar to exit the window.
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Removing Contract Authority from a User
It may be appropriate to assign a Contract End Date in the future for personnel that

may be leaving a contract on a particular date in the future.
¥ AASHTO SiteManager,

File N Window  Help

[
E Process Status

User ldentification

User ID User Name co | DO | AE Active  ~

Fly, Hyrum D Mo v
Store, Hurley Mo v
Greene, Jade Mo v
Quest, John
Excel, Lynn Mo v
d30mfund Funds, Mona Mo v
d90mgrea Great, Magnus D Mo v
d30mscen Scense, Mac Mo v
d90pes Project EngineerSupervisor es v 3
Contract Authority Assignment
Group Description Office-wide Contract Id Contract Description Authority Authority ‘
Access Start Date End Dt

Eemfled Testing Tech, Server [ ﬁ -80011 INTERSECTION IMPROAEMENT AND TRAFFIC E.ﬁ 952007 11:45:

»

R -20011

INTERSECTION IMPROYEMENT AND TRAFFIC 51192007 11:45: |

|
A—

Use the Find, Filter or Sort functions to locate the appropriate User ID or User
Name.
“Click” on the appropriate User ID.

“Click” in the bottom panel.
“Click” on the appropriate Group Description associated to the appropriate
Contract ID whose authority will be ended.

“Click” on Services button located on the menu bar.

“Click” on End Contract Authority.
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E Contract Authorty End D ate

03/06/09 17:21:37

| ok | [ Concal |

The Contract Authority End Date window opens with the current date and time
in the Contract End Date field.

5 Contract Authority End D ate

03/15,/09 00:00:00

[ o [ ey

It the current date and time are not appropriate “double-click” on the time/date
field and “enter” the appropriate date/time. Note: The user has authority until the
following day.
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AASHTO SiteManager |

L] E Contract End D'ate must be greater than or equal to current date and time
L

The Current End Date must be the current date/time or a future date/time.

FIAASHTO SiteManager

File Services ‘wWindow Help
mEE2 DS

E Contract Authority

User Identification

User ID User HName co Do AE Active |~

PE/S Froject Engineer/Staff Mo E10 v

d90pes es v
dI0iques o [v]

trsirck [

rirrand Randalph, Randalph Yes [

txamed Red, Reid es [
tuxsredd Redd, Scarlet es mf

trsbres Results, Bess T. es [

txccroa Foaste, Chuck. es [ _I
Contract Authority Assignment

Group Description Office-wide Contract Id Contract Description Authority Authority
Access Start Date End Dt

[Certified Testing Tech, Server F: -90011 MTERSECTION IMPROYERMENT AND TRAFFIC 51972007 11:45:
[itetdanacer Inouiry Group F. -90011 MNTERSECTION IMPROYEMENT AMND TRAFFIC B 952007 11: 45
s & [ ] R -90001 M

Cel Tec

The end date will appear in the Authority End Dt field in the Contract Authority
Assignment panel.

“Click” the Close & button located on the toolbar to exit this window.
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To view contract Authority

The Contract Authority panel displays the users, office levels, and user group

assignments.

oL SiteManager Panel

M ain Panel T Contract Adrministration(+] ]

Craily Wwiork. Contractar Change bl atenalz Acceszones(+]
R eportz(+] Pavmnentz(+] Orders(+] bl anagement[+]

“Double-click” on the Contract Administration icon located on the Main Panel.

o SiteManager Panel

Main Panel T Contract Administration{+] T Contract Recaords(+]
Reference Contractar
T ables[Ca+] M anagement(+]

“Double-click” on Contract Records (+).

E SiteManager Panel

b ain Panel T Contract Adminiztration]+] T Contract Records(+]
stane
B & &
=
Contracts Mileztones Projects Categories [terns Contract Contract
Funding Avthority
& B\
o 3~
kK.ep Datez Checklizt Checklizt Event Comespondence Disputes./Claimz
Scheduled D ates Log

“Double-click” on Contract Authority.
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¥ AASHTO SiteManager

File Services Window Help

ElE DS

ﬂ Contract Authority
User ldentification

User ID User Name co | DO | AE Active |~
d90hfly Fly, Hyrum D Na EED v
{d90hston Stane, Hurley
d90jgree Greene, Jade Mo EED v
d9liques Quest, John Mo 630 v
d30lexce Excel, Lynn Na E10 v
d90mfund Funds, Mana Ho g10 v
d90mgrea Great, Magnus . Mo E&0 v
d90mscen Scense, Mac Ho 620 v
d90pes Froject Engineer/S upervisor Yes v

v

Contract Authority Assignment
Group Description Office-wide Contract Id Contract Description Authority Authority
Access Date End [t

Construction Technician | [l |R -a0001 INTER: h IMPROVEMENT AND TRAFFIC |1
District Construction Technician | | | | -90006 JNTERSECTION IMPRO'WEMENT AND TRAFFIC [10/16/2006 07.5
District Construction Technician | | || -90007 JNTERSECTION IMPRO'EMENT AND TRAFFIC [10/16/2006 07.5]

The Contract Authority window appears. “Click” on the appropriate User ID or
User Name of the person.

The contract and user group assigned to the person selected appears in the bottom
panel.

Group Description: The Group Description contains all the current user's active
group assignments.

Office-wide Access: The Office-wide Access checkbox indicates whether the user
has access to all of the Contracts within a set area.

Contract ID: The Contract ID indicates the particular contract the user has
access to.

Contract Description: Contract Description is the description of the contract,
when a user is assigned rights. It is automatically populated.

Contract Description: Contract Description is the description of the contract,
when a user is assigned rights. It is automatically populated.

Authority Start Date: The Authority Start Date is the date when a user is
assigned rights. It is automatically populated.

Authority End Date: The Authority End Date is the date when a user is removed
from a contract it is automatically populated.
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¥ AASHTO SiteManager

File Services Window Help

ElE DS

™ Contract Autho rit

User ldentification

User ID | User Name co | DO | AE Active |~
trscsout Souther, Chuckie es | |
5 Special Sampler, Server Yes v
Special Sampler, Standalone Yes v
Spray. Harold Yes | |

Stone, Hurley
spzadmin Syz Admin Backup Yes v
rrttayl Taylor, Tiffary Yes | |
testddea testddea e v’ 3
d90test Tester, Testy Mo E20 v
| v
Contract Authority Assignment
Group Description Office-wide Contract Id Contract Description Authority Authority

Access

District Construction Technician | F -90008 JNTERSECTION IMPROYEMENT AND TRAFFIC 01 62008 O7:

District Construction Technician | R -50007 JNTERSECTION IMPROYEMENT AND TRAFFIC [10/16/2006 O7.5:]

District Construction Technician | R -90004 JMTERSECTION IMPROVEMENT AND TRAFFIC B2202006 07:34: |

District Construction Technician | F -90003 JNTERSECTION IMPROEMENT AND TRAFFIC 101 2/2008 14: 271 041 202006 14:25

“Click the Close & button located on the toolbar to exit the window.
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Assigning Contract Authority to a User

Exercise A-7-1-T
Group Exercise
View and assign Contract Authority to User

Log into SiteManager as update
Password pass

Navigate from the Main Panel:

“Double-click” on Contract Administration

“Double-click” on Contract Records (+).

“Double-click” on Contract Authority.

“Click” on the appropriate User ID or User Name: “Hank R. Chief” or “d90hchie”
“Click” on the bottom panel

“Click” on the New button on the toolbar.

“Click” on the appropriate Group Description for the user: District Construction Technician
Right —click on the contract ID window.

“Click” on Search

“Double-click” on the appropriate Contract ID: R90002

“Click” the Close button on the toolbar.

Removing Contract Authority from a User

Navigate from the Main Panel:

“Double-click” on Contract Records (+).

“Double-click” on Contract Authority.

“Click” on the appropriate User ID or User Name: “Hank R. Chief” or “d90hchie”
“Click” on the appropriate Contract ID: R90001

“Click” on Services on the Menu bar.

“Click” on End Contract Authority in the Dropdown Menu.

“Enter” tomorrow’s date in the Contract End Date field

“Click” OK

“Click” the Close button on the toolbar.
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